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Disclamer

Written by MAXIMUS, ERP Solutions Division, March 204.
This training manual is considered to be proprietary and confidential and may not be

reproduced for any reason other than stated below without prior written consent of
MAXIMUS, ERP Solutions Division.

Exclusion

This training manua has been prepared exclusively for Client End-User Training. The
client may use information contained within this document for the sole purpose of
personnel training. Additional manuals may be reproduced and edited as needed for
training purposes ONLY. All other uses are prohibited without prior written consent
from MAXIMUS, ERP Solutions Division.
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Signing into PeopleSoft

Enter your unique User ID and Password.

Click Signin,
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Effective Dates within PeopleSoft

EFFECTIVE DATES are very important in PeopleSoft. When you enter
information, it is important that you effective date it with either the date that
you entered the information, or a future/past date that the information
became active. Therefore, if a customer has an address change effective the
end of the current month. You can bring up the customer and ADD a new
row using the ¥ icon. It is important that you do not just change the current
information in the system. This will lead to processing problems down the line
since the information within the database is linked to each other. The proper
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way to add or change information is to add a new row and effective date it
with the proper information. In our example above, you would effective date
the new address with the date for the end of the month (when the move is to
occur). PeopleSoft will choose which information to use based on the
effective date that is the closed to the current date (not including future
dates).

INACTIVATING information within PeopleSoft also works with Effective
Dates. If you wanted to inactivate a piece of information, you would bring up
the customer and ADD a new row using the + icon. It is important that you
do not just change the current status to INACTIVE in the system. This will
lead to processing problems down the line since the information within the
database is linked to each other. The proper way to Inactivate information is
to add a new row and effective date. Change the new row’s status to
INACTIVE. This way you retain history and processing does not have
inactive information tied to it.

CORRECTION MODE should not be used to change information. The proper
way to change information is by adding a new row with a new effective date.

RUN CONTROLS: It is important that you set up uniqgue Run Controls for
each different process that you will be running. If at any time your process
fails over and over again, your Run Control could have become corrupted. At
that time, create a new Run Control and rerun the process. Sometimes this
will work. If not, contact your IT support person for help.

PeopleSoft |cons to Remember

=earch . will do a search based on searching criteria and bring up valid
values.

Clear : Will clear the search dialog page of any values so that you can re-
enter information.

Ql: will bring up a list of valid values.

B win bring up a calendar that you can use to specify a date.

ﬂ: Click on the drop down box to see a list
of valid values that you can choose from.

Hyperlink: Click on the hyperlink to go to the specified page.
& s=2ve . will Save the page.

Refresh - will refresh the data on the Process Monitor.

Pracess . wil initiate the process specified.

Q Return to Search]. \Will return to the search dialog page.
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4EMNextinList). Wil show the next entry in the list.
E#Add): Wil add another value.
| + |: will add another line.

| = |: Will delete another line.
1 First [ 1054 [

: Will allow you to view all or selected lines.

SelectAll . il select all values in the list.

Deselect Alll: will deselect all values in the list.

New Window . vy open a new PeopleSoft Internet page.

RUN - Will run the process.
Lookup: will perform a search based on the searching criteria.

% : Will refresh or build the page.

ﬁ - Will create entries.

Q:\\\i - Will delete entries.
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Pending Items

External Pending Items

Accounts Receivable > Pending Items > External Items > Group Entry

Pending items enter the system in one of two ways: you can import them from a billing
interface or add them manually. At first glance the pages used for reviewing pending
items loaded using a billing interface and for entering items online look the same.
However, they require a different navigation path and the path you use determines what
information can be displayed or updated. External Pending Items are those that have
been imported from the PeopleSoft Billing — Single Action Invoice process.

NOTE: PeopleSoft Receivables distinguishes between items (posted receivables) and
pending items (information that has been entered into or created by the system but hasn't
yet been posted). During the Receivable Update process, the system uses the pending
items to update customer balances—either by creating new items or by adding item
activity lines to existing items.

Group Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon QJ to see and choose from a list of valid values.

Group ID: Click Q) to see a list of valid values.
User ID: Click QJ to see a list of valid values.

Posting Status: Click Q) to see a list of valid values.

= All Status
= Complete
= Errors

= Not Posted

Click =earch,
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Highlight and click on the appropriate Group ID that you are searching for.

NOTE: You should not be making any changes to the external pending item since the

Fost Mow
information is originating in PeopleSoft Billing. Only click the

option on the Group Action tab or correct errors if the group has a posting status of Error
(Example Group ID 251 — above)
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NOTE: In the example above there are 29 lines totaling $64,010.39. Out of those 29
lines, 24 of those are in error and need to be corrected.

Click on the Pending Item 1 tab to see the lines in Error status.
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. Error Info L L
Click to view information in regards to the error.
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NOTE: In the example above the Customer is not active as of the invoice date. The
customer effective date has to be updated to prior to the invoice date for the pending item

to post.

You can navigate to Correct Posting Errors menu page to access and correct
data.

Accounts Receivable > Update Receivables > Correct Posting Errors > External Iltems
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NOTE: If the most part, you will not be accessing external pending items. They should
post after Single Action Invoice and Receivable Update is run. However, if Post Later was
not selected as the option when running Single Action Invoice in Billing, you will need to
navigate here and select the Post Now option on the Group Action page.
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Run the ‘Receivable Update’ Process

After pending items are in the system, you post them to PeopleSoft Receivables using
the Receivable Update process (AR_UPDATE), which updates the customer balance. If
there are errors during posting, the process does not post the pending items, and you
use the pending item error correction pages to correct whatever errors were found.

Online Pending Items

Accounts Receivable > Pending Items > Online Items > Group Entry

Pending items enter the system in one of two ways: you can import them from a billing
interface or add them manually. At first glance the pages used for reviewing pending
items loaded using a billing interface and for entering items online look the same.
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However, they require a different navigation path and the path you use determines what
information can be displayed or updated. Online Pending Items are those that have
been added manually into PeopleSoft Accounts Receivable.

NOTE: PeopleSoft Receivables distinguishes between items (posted receivables) and
pending items (information that has been entered into or created by the system but hasn't
yet been posted). During the Receivable Update process, the system uses the pending
items to update customer balances—either by creating new items or by adding item
activity lines to existing items.

Group Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q to see and choose from a list of valid values.

Group ID: NEXT. When you save this page, the system assigns the next
available group ID.
= You may either leave NEXT so that a Group ID will be assigned
upon saving, or assign a Group ID yourself
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Click __Add_|
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Acctg Date: Enter the approprlate accounting date. The accounting date
defaults to current date. Click J to see a calendar. The date determines the

fiscal year and accounting period to which the pending item is posted. It also
serves as the effective date for this page

Group Type: B
Origin ID: OBILL
Control Currency: USD

Format Currency: USD
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Enter the appropriate ‘Totals Control’ and ‘Count’:

= Enter the group control totals: the total dollar amount of pending
items in this group and the control count (the total number of pending
items in this group).

= The system compares the control amount and counts with the
entered amount and count and calculates the difference.

= The control amount must match the entered totals amount before
you can post the pending items in this group. In other words, the
Difference should be 0.

= After a group is posted, you can view the Posted amount and count
for the group using inquiry pages
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‘Control Data Received’ and ‘Entered’:
= Defaults to current date.
= Used to indicate when the group was received into the system and
when items were entered.
= Use these fields to indicate processing delays, such as a department
receiving the credit memo on Thursday, but did not enter them until
Friday.

‘Assign’: Your user ID appears in the User field. If another user will enter
pending item information, enter the other user ID in the Assign field.

View the ‘Group Status’ section for more information in regards to the
Pending Item.

Edit Status: Displays whether or not pending items have been edited. Edited indicates
that pending items have been edited. (Most online groups have a status of Edited.) Not
Edited indicates that external groups have not yet been processed by the Receivable
Update process.

Balanced: Indicates that the system has balanced the online group. If No, the pending
item group has not yet been processed by Receivable Update and the group may not
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actually be out of balance. To determine if a group is really out of balance, click the
Balance button on the Group Action page.

Posting Status: Displays whether or not pending items have been posted. Not Posted
indicates that the groups have not yet been processed by the Receivable Update
process. After Receivable Update runs, the posting status is either Errors or Complete.

Accounting Entries: Indicates whether accounting entries for pending items are
Balanced or Not Balanced.

Posting Action: Displays the action you selected on the Group Action page: No Action,
Post Now, or Post Later.

Click on the ‘Pending Item 1’ tab.
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Click ﬂ to add multiple lines. However all relevant information for each line
will need to be completed.

‘Acctg Date’.
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= This default is the date entered on the Group Control page.

= It determines the fiscal year and accounting period used to post
the item for both PeopleSoft Receivables and PeopleSoft
General Ledger.

= Click @ to see a calendar.

‘As of Date’:
= Usually the same as the accounting date.
= You may use a different date for aging.
= You can also use this date to record the invoice date used to
calculate payment terms.

= Click @ to see a calendar.

Enter the appropriate ‘Iltem ID’:
= Enter a number that describes the pending item, such as the
invoice number.
= As you enter pending items, the system assigns each row a
Sequence number, which appears as you scroll through the
pending items on the page.
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‘Business Unit": Defaults to Group Unit. Click QJ to search BU (if needed).

Enter the appropriate ‘Customer ID’. Click Ql to see a list of valid values.
Enter the appropriate ‘Amount’
Currency: USD

Enter the appropriate ‘Entry Type’.

Entry types and entry reasons are among the most important
pieces of information associated with a pending item.

= They determine how accounting entries are created, are carried
with the pending item through posting, are considered when
history is generated, are used as identifiers for open items, how
items are aged, and if accounting entries are included on
customer correspondence and drafts.

= Choose from:

=  ‘IN' - Invoice
= ‘CR’- Credit

NOTE: If the Invoice is a credit memo, than the dollar amount has to be negative.

Enter the appropriate ‘AR Dist’: AR
= The AR Dist code governs the ChartFields that are used when
the system generates accounting entries.
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Enter the appropriate ‘Payment Terms’

Click Li“'E:l 1 Eto divide an invoice into multiple lines.
= If you need to divide an invoice into multiple lines, click to add
the next line number and automatically copy some of the
pending item information to the new row.
= You need to complete the AR Dist (accounts receivable

distribution code), Entry Type, and Reason fields on the new
row.
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You need to complete the following fields on the new row:
=  Amount
= AR Dist (accounts receivable distribution code)
= Entry Type, and Reason

Click the Projects hyperlink to enter Projects information for this pending item
line in order to feed Revenue (analysis type: REV) back to Projects.
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Click on the ‘Accounting Entries’ tab.

= You can create pending item accounting entries online or during
background processing when the Receivable Update process
runs.

= When you post pending item groups, the Pending Group
Generator creates accounting entries if they are not present.

= |If you want to review the accounting entries before posting, you
can create them online.
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Click to 7 create the accounting entries.

= Click the Create button to have the system create accounting
entries for one pending item at a time.

= If you create accounting entries for one pending item, you must
create accounting entries for all the items in the group.

= After you click the Create button to create accounting entries for
the pending item, the accounting entries appear in the bottom
half of the page (Chartfields tab).
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‘Accounting Entries’ field. The status changes from Incomplete to Complete after
you create accounting entries and the entries are balanced.

Click on the ‘More Chartfields’ tab to view / update or use SpeedTypes.
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NOTE: You can manually select ChartField information or you can have the system
automatically populate the ChartFields by setting up Speed Types.

Click % to delete the accounting entries created.
= Click the Delete button to have the system delete accounting
entries for one pending item at a time.
= The button affects only the selected accounting entry.
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Click Yes |to delete the accounting entries created for the pending item
line.
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NOTE: To create entries for all pending items in the group at the same time, use the
Group Action page.

Click on the ‘Group Action’ tab.
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Balance: Select to balance the group, but not set it to post. This option looks at the
entered fields on the Group Control page to confirm that the control amount and count
are equal to the entered amount and count. If the entered pending items match the group
controls and you entered them online, the system checks that the accounting entries are
balanced.

Delete Group: Select to delete the entire group of pending items.

Post Now: Select to post the group the next time Receivable Update runs The system
also checks the accounting entry status and control totals and attempts to balance the
group. You receive an error message if you try to post an unbalanced group.

Post Later: Select to set a group to post. The next time you run the Receivable Update
process, probably at the end of the day, the system will post the group. The system first
attempts to balance the group. If the group is out of balance, you receive an error
message, and the group cannot be posted until you correct the error.

Create Entries: Select to create and initially balance accounting entries for all of the
group's pending items that do not yet have entries. This process creates entries for
multiple pending items at one time, whereas on the Accounting Entries page, you can
create entries for only one pending item at a time.
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Delete Entries: Select to erase the accounting entries that were created for all pending
items in the group.

Click Post Mo when you are ready to post the pending

item.
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Save

Run the ‘Receivable Update’ Process

After pending items are in the system, you post them to PeopleSoft Receivables using
the Receivable Update process (AR_UPDATE), which updates the customer balance. If
there are errors during posting, the process does not post the pending items, and you
use the pending item error correction pages to correct whatever errors were found.
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Correct Pending Item Information

Accounts Receivable > Update Receivables > Correct Posting Errors > Online Items /
External ltems

Retrieve and correct all pending items that have yet to be posted.
Group Unit: Enter the appropriate Group Unit. Click Q to search BU (if needed).

Group ID: Enter the appropriate Group ID if you know it.

Business Unit: Enter the appropriate Business Unit. Click ﬂ to search BU (if
needed).

Customer ID: Enter the appropriate Customer ID. Click =\ to search for valid
values.

Item ID: Enter the appropriate Item ID if you know it.
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Choose the pending item to correct.
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Click on the Pending Item 1 tab.

Review the error message on the ‘Pending Item 1’ or ‘Pending Item 2’ tab.

NOTE: ‘Pending Item 1’ will have a yellow box titled ‘ERROR’. Click this box to view the
error message associated with this item. ‘Pending Item 2’ will have the Error Flag field
populated. This field will only be visible when the item has an associated error.

Review tabs and update Pending Item to correct error.
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. Error Info . S
Click to view information in regards to the error.
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Click the Pending Item 2 page to view the error flag detail.
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Once the error has been corrected, select on

the Group Action tab.
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Run ‘Receivable Update’ to post the Pending Item.
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Deposits
Regular Deposit Entry

Accounts Receivable > Payments > Online Payments > Regular Deposit

Deposit Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon @l to see and choose from a list of valid values.

Click Search,

Highlight and click on the appropriate Deposit ID that you are searching for.

NOTE: You will notice that the Entered Date indicates the date that the deposit was
entered and the Posted Date indicates the date the deposit was Posted (through the
Receivable Update process).
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If you want to add a new deposit, click on Add a New Value tab.
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Deposit Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Deposit ID: You may either leave NEXT so that a Deposit ID will be assigned
upon saving, or assign a deposit ID yourself.
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Click Add .

42



CONVEC

mﬁgym Pq

State of North Dakota

'3F|'|| far Deposit - Maorasolt Isbemmet Exsplioner
Fla Edt Wew Favorles Took  Help

b o - (0 A | Qs [Py Wiveie (B Th G B o

Arcam m LS Jvead, £ onnednd usiospdn S L [EMPLOYEEVERP CAAPPLY _PAT MENT 5 PAYMENT _ENTRY. GEL

Bsevs  Elucary |3 neiss

Takatz | Paymants

& e

it E.':-T] FEG _:l_"].n:mlmku'mdt ﬂmuutsﬁmn'ﬂﬁmﬂms-m:&\hw|

Acctg Date: Will default to the current date. You may change the date to

reflect the accounting date that you want to specify for the deposit. Click Bl
to view a calendar.
0 The payment accounting date is important because it becomes the
accounting date for all entries created from the payment. You can
override it on the next page, Regular Deposit Entry — Payments for

each individual payment id.
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0 The system validates the accounting date to make sure it falls within
the open period for the business unit.

Bank Code: BND. Click on the magnifying glass icon QA to see and choose

from a list of valid values.

Bank Account: BND. Click on the magnifying glass icon QA to see and
choose from a list of valid values.

Deposit Type: D. The system populates this value from the Bank Account.
Click on the magnifying glass icon Q to see and choose from a list of valid

values.

o0 The Deposit Type gives you more information about what sort of
payments these are. Values include:
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Control Currency: USD.

Format Currency: USD. Will default in based on the operator preferences
specified.

Rate Type: CRRNT. Will default in based on the operator preferences
specified.
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Totals: Enter the Control totals for the amount and count of the payments in

this deposit.
0 As you enter the individual payments on the Regular Deposit Entry

Payments page, the system automatically updates the Entered and
Difference fields in the Control Totals group box.

o As payments are applied and posted, the amount and count of
Posted payments is updated by the system.

Note: As you enter the indivi dual payments on the Payments page, the system updates
the ‘Entered’ and ‘Difference’ fields. If the Control and Entered totals and count are not
the same, and the Deposit is not balanced, you can't apply any of the payments. So
balancing these control totals is a necessary first step in payment application. You can
use the Totals information to make sure that your control information is balanced and to
keep track of the status of your payments.

Control Data:
0 Received: Will default to the current date. You may select the
Received date to indicate when either the bank or your agency

received the payment. Click B3l to view a calendar.
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o Entered Date: Will default to the current date. You may change the
Entered Date to indicate when you entered the deposit. Click Edl to
view a calendar.
o Posted: Once the group posts, the system will update the Posted
date. Click (Exe) to view a calendar.
Assign To User: Leave the default.
aFI'“ Var Dezposit - Maorasolt Iebernes Esslorer

_FhElthmFammekHd:-

M winckoe | Halo
(T Teaw | B |
Usid: 11000 Daparsdl I HENT
*Achg Dot | [ECETT P p— =
‘Bank Cadde BRC KA gwp Format Ciirresscys |90
‘Bamk Account: B & pqpE Ratn Typee Rt
"Depasit Type: ]:'_9! Depnsi Esch B 1 DO o
i Comlnl Data
Corinnl Tanal Ami 10000 G 1 s ED&'BIH 1]
Emerad Total Arst: aoo Coum: 1) Emured: TETFETRECY |
Diffarenes Ak A0 Court: 1) | Posied
Pesied Tolal Smi: ] Count; O | heeiga T renErnegur @)
abinarespl beed Tl At oo Count: a il.l!il: rHhamnepr
[~ EL U 2 L T [Bnctd | S UplrteCanplay|
Tatalz | Baymants
&l [ 5 o 1ominet
im0 @ O 0| B kot T [ wegr oepusi - .. BEIOEAT smm

Click on the Payments tab or the Payments hyperlink at the bottom of the
page.

Note: The outer scroll controls individual payments; the inner scrolls controls customer
and item information for items within a payment.
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Seq: Sequence is a humber the system assigns when you enter a Payment
ID, so you can review payments in the order in which they were entered.

Payment ID: enter the Payment ID such as check #.

Acctg Date: The system defaults Acctg Date (accounting date) from the
Totals page; you may change it by entering another date. In either case, the
system validates the date to be sure that it falls within the open period for the

business unit. Click ]

to view a calendar.

Amount: Enter the amount of the payment.
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Note: Recall that if you enter a currency code on the Totals page, all payments in the
deposit must then be of the same currency.

Currency: USD. Will default from the Totals page.

Rate Type: CRRNT. Will default from the Totals page.
Exch Rt: Will default from the Totals page.

Note: Deposit Status remains Not Balanced while you're entering payments, and
changes to Balanced when the amount total and number of entered payments equals the
Control amount and count from the Regular Deposit Entry — Totals page.

Customer Information: Once you enter the Customer ID and Business Unit,
the rest of the information will default in.

o ID: Enter the Customer ID if you know it. This will help in creating a
more specific worksheet to apply the payment. Click on the

magnifying glass icon Q| to see and choose from a list of valid
values.
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0 Unit: Enter the Business Unit of the Customer. Click on the

magnifying glass icon Q| to see and choose from a list of valid
values.
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Optional:

Note: If you know the invoice id for which this payment will be applied to, enter it at the
bottom under Reference Information. By doing so, applying the payment will become

easier. In addition, if the payment if a full payment amount, you can use the payment
predictor process to apply payments.

Reference Information:
0 Qual Code: | (Item)

o Ref Value: Invoice Number. Click on the magnifying glass icon Qlto
see and choose from a list of valid values. You can narrow you
search by Business Unit and Customer ID.

49



CONVEC

MAXIMUS N
g State of North Dakota

1 B egular Ueposit - Maorasolt Istemnet Exglorer =13 =]

_FIuE\i'qmFamlmekHd:-

| cdckrmms L] it v, Conrecirv usispn AL [EMFLOTESERFGAPRLY_PATVENTS PANENT_ENTRY, SEL | e | ek

PeopleSoft.
=0

Herac Piinckws | Halp

Look Up Ref Value

Fem 0 Jo=gins with =}
Business Li'l:lb-eqln: uulh;” al
Custermar Ik [bogins with =] jag_1000012

LookUp | | @lew | | Comed | BasicLookp

Search Results

" T T —
Mat| | 8 B = [Emeule bepest - Micr., Bacccis Resate T | [(EEEBLRT wom

Identify the valid invoice number for the customer payment.

You can pay off multiple invoices for a customer with one payment by
clicking on the add icon and inserting the additional invoice information.
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Add a new row as needed using the add icon on the outer scroll.

Fill in the information for the new payment line using the same steps as
above.

Note: The seq number will increment each time you add a new payment.

51



CONVEC

MAXIMUS

g State of North Dakota

';Fl'u far Deposit - Maorasolt Isbemmet Exsplioner

| Fe Bt Wew Faordes Took Hep
e e M I - Lo e [ T S e

| Accrmms L]t v, COnMenc usiospn ORE=AL (EMPLOYEENERFACIAFRLY_PATFENTS FAIMENT_ENTRY, GEL =] Po |

PeopleSoft.
B
Mo winckoi | Halp
[T TiEE [ eyt |
Uit: 1000 Depostiic NEST Dalm: 002004 Halamoez  Balaneen
Saif Paaneit 10 Acoh Daes fumpisl  Caiency  Rale Bl Esthin (xl=1
7 |UMEZ [(ETEELCER:: | 55T |usD el | nonnooog
¥ Pagymmiim Pradicton T dinaresall DN pacaly ™ Rangi of Pedorosses
s Bnfer et Erd 1 i
[ *]=]
et he_iooar2 &Y Husinass e [11000 &)
| Bubfmsbomes 1 Bt nmes 2:|
Mama Je==ica Farho
BmmitFrom: wE D000 Bemit From Sl 11000
| Cnmponatas B _1 0000 2 Comporabs Sold: 11000
. & Link ¥ ]
Fiforasmct Infommation sl | Eing i | # ; 30
Dunl Cete  Hel Walun InEnl Wsm
& 4 = =
Liehail Refmrapces
[ eres)  [Elwar |1F Rriva Bt | et bTacdary ot
Totaks | Farmants =
] T
Hsat| | A 8 B | W et Tl || 2 Regaler teposit - . HPEBERT om

52



CONVIEC
o N State of North Dakota

1 B egular Ueposit - Maorasolt Istemnet Exglorer

_FIuE\i'qmFamlmekHd:-

Ardcrumn ;ﬂ’:] hiLiges ot £ onnednvd us e 2L [ERMPLOYEEVERP A PPLY _PAT MENT S PAYMENT_ENTRY, GEL

| e | ek
PeopleSoft, e SRR
e

Mew wincow | Halp
T TR Paeeets
Lhmit: 1000 DeposR e 73 Date: (A0R004 Balamcez  Bilanced

S| Paanain i ‘Ao e fumisl  Caiteniy  Fale Type stk [e]=1
3 UNEZ [[ETEFLCER:: | =TT |u=D [ T [ nonon:

¥ Paymum Pradicton [ Rangs of Redforoases:

T Jinaresal Diracaly

e fe
Cus: ME_immil A
I}hlllf'l-uh-nlef 1

Busimess b [11000 )
Hubs g JI

Je==ica Farin
Ao mit From: WE_1 D 2

Fomit From Selil 11000
oot NE_1000H 2

Conporabe Satid: 17000

MICH IIx [ & LINCREY

l Eres Elwesn |8 Rabars

B st | 0 Lt iy =
Tataks | Paymants

=
| [ 15 | totmimat i
Maat] | 8 B 1| [Emegul depest - Micr.. | Baccons Recesti T |

HESBERT pnm

Once you have finished putting in the information, click on @j

Assuming that you've completed all the payment amount and identifying
information, you can move on to the worksheet pages.

If you want to add another deposit, click the @ icon.

Use the \M icon to view / update another deposit.

Note: If you want to delete the entire deposit, click back to the Totals tab and click the
Delete Deposit push button on the top right of the page. Delete Deposit
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Note: You will get a warning message asking you to verify deleting this deposit.
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Click ‘Yes to delete the deposit.
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Worksheets

Worksheet Selection

Accounts Receivable > Payments > Apply Payments > Create Worksheet Selection
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Deposit Unit: 11000. Click on the magnifying glass icon Al to see and
choose from a list of \alid values.

Deposit ID: Put in the Deposit ID from the deposit that you had created. If

you do not remember the ID, click on the magnifying glass icon Qlto see and
choose from a list of valid values.

Click =earch
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Note: You will notice that there are two lines for Deposit ID 73. This is because the
regular deposit that we created had two payments. Each payment creates its own
separate worksheet. You will need to go into each Payment Sequence worksheet and
apply the payment. You many then set the payment to POST so that ARUPDATE
(Receivable Update) can pick it up.
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Working with the Worksheet Selection page consists of these basic steps

1. You enter customer criteria and item reference criteria, if any.
Customer ID

Business Unit
Qual Code: | - Optional

Reference (Invoice Number) - Optional

2. You build the worksheet.
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Note: The information that displays comes from the information you entered on the
Reqular Deposit Entry - Payments page, If you didn't enter information on the Payments
page, you'll need to enter it on the Worksheet Selection page.

Note: If you do not first build the worksheet before entering the worksheet application,
you will enter a blank worksheet.
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Always enter at least Customer ID on the Create Worksheet page before
building the worksheet.

Click Build to build the worksheet. By doing so, you will be taken to the
Update Worksheet page to apply the payment to an open AR item.

Click Fl2ar to cancel your selections and clear the worksheet so you can
start over.

Worksheet Application

Accounts Receivable > Payments > Apply Payments > Update Worksheet

Note: Either navigate to this page for the deposit it, or you will be taken there when you
create a worksheet and click Build
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You use the Sel (select) column to select an item. You can change the
amount of a payment and entry type as needed.

Use the Sort Set field to select a column in the scroll and sort it alphabetically
or chronologically. The system only sorts the items in the set displayed in the
scroll area.

Seq
17
2 A
3 &
4 &
5 &
6 &
7 A

8 A
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Use the Sort All field to sort all the sets of items in the worksheet, not just the
items in the set displayed in the scroll area. You can sort items by Due Date,
Entry Reason, Entry Type, or Item.

Sort All: | Itern ||
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Click on the S icon to refresh any changes to the page.

Note: The screen shot below is sort option of due date after click the refresh % icon.
Item date is the Invoice Date and Due Date is the system calculated due date based on
the payment terms.
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To help you balance the worksheet, you can look up or add information about
existing items using the icons on either side of the of the item number.

Click “—EI% to view detailed information about the item on the Detail View tab.
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To access other options for the Items such as Item Activity, Customer
Conversations, Item in Other Groups and Additional Customer Information
click on the hyperlinks to the right of the page.

[termn Activi

Conversations

[tern in other Groups
Additional Cust Infarmation
currency Exchange Aid
Add VAT Infarmation

Click the Worksheet Application tab to get back to the Worksheet so that you
can apply the payments.

Click on the 2 = icon to open a menu with options you can use to access
the Additional Item Information page, Item Activity Detail page, and
Conversations page, Items in Other Groups page, Additional Customer



CONVEC

MAXIMUS N
g State of North Dakota

Information page, and Currency Exchange Aid. Some options are not
available until you select an item.

T Treate Sacksheek - Microsoft ntemet Explerer
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PeopleSoft.
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Fleage solact ore of the illowieg links

aifdiinne gEim L}
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Click on one of the hyperlinks to go to the appropriate page and view the
additional information.

Click on the Additional Item Information.
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Click on the Item Activity Detail.
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Click on the Additional Customer Information.
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Apply the payment to the correct item by putting a check box in the Sel box
next to the item.
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(o
Click the 2 Rafresh | button to update the balance information.

From time to time as you select items, you need to check the Balance
information at the bottom of the page. You must have a zero balance on the
worksheet before it can be posted.
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Note: The system will enter type ‘PY’ for the item you are paying.

Note the Balance box at the bottom of the page. It keeps track of how many
items you have selected and the remaining dollar amount in the payment that
has to be applied.

The balance information is automatically updated whenever you click the

oy ;
“m button. You must have a zero balance before the worksheet can
be posted.

Amount: The amount of the payment received from the customer.
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Selected: Total amount of items selected for payment on the payment
worksheet.

Adjusted: Total adjustment amount, including deductions, balance write-
offs, prepayments, on account payments, and adjustments on
the payment worksheet.

Remaining: The unapplied amount remaining for the payment = received -
selected + discounts + adjustments.

Discount: Total discounts taken = earned + unearned.
Write Off: Total amount of items written off.
Unearned: Unearned discounts taken.
Earned: Earned discounts taken.

If the payment is and over payment or under payment, you will need to adjust
the amount appropriately.

To Apply an Underpayment

Accounts Receivable > Payments > Apply Payments > Update Worksheet

Note: Either navigate to this page for the deposit it, or you will be taken there when you
create a worksheet and click Build

To apply an underpayment, treat the entire amount as a partial payment
against an item.

Select the appropriate invoice number that you want to apply the payment to.
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Change the amount for the selected item to the amount of the payment.
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Note: Item #3 above has a balance of $1202.00 (Iltem ID: ITEM). In the example, | had a
payment for $50.00 and applied it to this item. | changed the item amount to 50 (the dollar
amount that | was going to apply to the item).

T
Click % Refrech | button.

Once refresh, the original row will have an entry type of ‘PY’ for $50 and a
new row with the remaining balance of $1152.00 will be created with the
same Item ID (ITEM).
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Once edited, you will notice that the Amount and Selected amount in the
Balance box at the bottom of the page are the same. Therefore, there is 0$
remaining in the payment that needs to be applied.

Click B 53w |
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Click on the Worksheet Action hyperlink to post the payment.

[l B 2 R s
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Click Post Mow
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To Apply an Overpayment

Accounts Receivable > Payments > Apply Payments > Update Worksheet
Note: Either navigate to this page for the deposit it, or you will be taken there when you
create a worksheet and click Build |

To apply an overpayment, treat the entire amount as a full payment against

an item.

Select the appropriate invoice number that you want to apply the payment to.
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Change the amount for the selected item to the amount of the payment.
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Note: Item #2 above has a balance of $50.00 (Item ID: TEST-2). In the example, | had a
payment for $75.00 and applied it to this item. | changed the item amount to 75 (the dollar

amount that | was going to apply to the item).
o
Click @ Retrash | button.

Once refreshed, the original row will have an entry type of ‘PY’ for $75 and a
new row with the over paid amount of -25.00$ will be created with the same

ltem ID (TEST-2).
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Once edited, you will notice that the Amount and Selected amount in the
Balance box at the bottom of the page are the same. Therefore, there is 0$
remaining in the payment that needs to be applied.

Amoari: T5.00 e ainmmg: 0an Ui
Soerie; Ta.00 Discount 0o Earmed:
Acksted: 0o Write OAT: 0o

Click B save |

Click on the Worksheet Action hyperlink to post the payment.
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Click Post Mow
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If Item is already Tagged

If you select an item that is "in use," you may get an error message.
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If you want to see where the item is in use, select Items in other Groups from
the related links icon for the item.

Click 2 7 icon next to the line number 2 to view the additional details.
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Note: If the worksheet does not have a zero balance, but you need to stop working with
the worksheet, you can save your work by clicking Worksheet Action and selecting Do
Not Post.

Deleting Worksheets
Accounts Receivable > Payments > Apply Payment > Finalize Worksheet

You can delete the entire worksheet, plus any accounting entries created for
the worksheet by clicking on Delete Warksheet

85



CONVEC

MAXIMUS
g State of North Dakota

al'rl'ullI"‘-|"|'|‘:‘1'|""|‘ ricrosoft Bntemet Srplerer

| Pl Edt Mew Favorles Took  Hep

| T f |

Dhzpoaesil Ll 11000 Daposil 0y T2 Primyypa [T LIME 2

Emlared: WA2004
Silartus; Mo Acion

! Deleke Wirkzheet |

Woishest Sakcion  Yanksh al i Worksheel Action

Wismvs)  Cimston i Sanch | SEtstniat) 8 Freninint | ey

- T

=
wat] | ] & © 1 |[Elorente workhest -, Bscou hecewabie T | [EEiaihaks com

Creating and Reviewing Entries for Deposits

Accounts Receivable > Payments > Apply Payment > Finalize Worksheet

You <can create and view the accounting entries by clicking
Create/Review Entries |
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When you click CreatelReview Enfries | the system creates accounting entries
for the worksheet and displays the Accounting Entries Review page where
you can review and modify the results.
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After you have reviewed the accounting entries on the Accounting Entries
Review page, you can return to the Worksheet Action page by clicking

Feturn To Previous Panel |
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Delete the accounting entries you created, but leave the worksheet intact by
clicking Delete Payment Group

Click Do MatFPost to change the status to No Action. No Action will be the
default until you click Post Now or Post Later.

Click FostMNow to change the status to Post Now so that ARUPDATE will
pick the post the payment when it is run.

Click B save]

Note: Post Now and Post Later posts the worksheet and creates accounting entries the
next time ARUPDATE (Receivable Update) runs. As soon as you select Post Now or
Post Later, the Status field changes from No Action to the posting action you selected.
After you select Post Now, Post Later, or Create/Review Entries, you cannot modify the

worksheet.
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Payment Predictor

Accounts Receivable > Payments > Apply Payments > Request Payment Predictor

Payment Predictor (AR_PREDICT) is the automatic cash application feature in
PeopleSoft Receivables. You can think of Payment Predictor as an automated version of
the payment worksheet, which is used to manually match payments to open items and to
create adjustments or write-offs for overpayments and underpayments.

Payment Predictor Steps include:
1. Enter reference information for online payments.
2. Verify that the deposits are in balance.
3. Run the Payment Predictor process.
4. Run the Receivable Update process to post the items and
create accounting entries.

Note: The results can be either that the payment has been matched and ready to be
posted or that the payment matching results are sent to payment worksheet for review. If
an exact match wasn't found, then the worksheet shows how Payment Predictor adjusted
the payment based on the instructions in the payment method. If the payment matching
results are sent to a payment worksheet, you need to review the worksheet. You need to
decide if you want to accept the matching results as is or to make other adjustments.
When you are done working with the payment worksheet, you need to set it to post now /
later.

Enter your Run Control ID.

If you do not remember your Run Control ID, click _S&arch
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If you need to add a new Run Control ID, click on the Add a New Value
hyperlink.
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Enter your Run Control ID.

Click __Add_|

92



CONVEC

MAXIMUS N
e State of North Dakota
'3F|'|| west Farrmept Predictor - Miorosolt Isternet Esslorer = |
Flo Edt Wew Favorles Took  Hep -
bk - o - D) (N Qsewdh GiFeeibe mels 8| - o O 4 .
Acckaas ] itz v, Conrecing skospin CTEA L [EMFLOPEEAERPICIFRLY_PAT HENT S FP_FEXLEST GEL =] P i ™
PeopleSoft.
H
M winckoi | Halo
T PremcinT
Fun Confral % nigp EEnod Manaer FrcessMonmer 0
i'l:llnl::.':.'-'-ll'||||::::. Marameinrs
| *ina PraCEss Aurte MainiBank Aok Last Fms On Procass mstanca
g icy
o affawes = R [ @) oo #1=1
o offamss ] R [0 4 Bo |G [*1=1
W e LRk Seawn | IRy Bean ||
& T S [
[ R e | P e ——— et s | [SbERt bR rmm

Group Unit: 11000. Enter the appropriate business unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

You can add lines to the scroll if you want to post multiple business units at a
time by using the ¥ icon.

o Each business unit can have different settings.
Process Frequency: Always

Auto: Selected

Bank: BND. Click on the magnifying glass icon Q| to see and choose from a
list of valid values.

Account: BND. Click on the magnifying glass icon QA to see and choose from
a list of valid values.

Click Run |
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Make sure the AR_PREDICT check box is checked.

Select the appropriate Server Name: PSNT

Server Hame: PSMNT j

Recurrence:

PSO5280
PSUNXK

Time Zone:

Click Ok |
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Once the process has terminated, you will be brought back to the Payment
Predictor page with a new process instance tied to the process.

To view the status of the process, click on the Process Monitor hyperlink.
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Note: Receivable Update must be run after Payment Predictor.

Payment Predictor Description Pay Status | Post Status

Status

N (not processed) Payment not considered, Unidentified Not Applicable
possibly because it didn't or ldentified

meet the method criteria.

P (processed) Payment was considered, met | Unidentified | Not Applicable
the criteria of the method, but | or Identified
did not get as far as having
items selected for it.

W (worksheet) Payment may be completely Worksheet No Action
applied with review required,
partially applied, or could have
the creation of a worksheet
specified by the method.
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A (applied) Payment completely applied. Applied Post Later
X (excluded) Payment wasn't considered Unidentified | Not Applicable
because it involved more than | or Identified

one currency.
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ARUPDATE (Receivable Update)

Accounts Receivable > Update Receivables > Request Receivables Update

Enter your Run Control ID.

If you do not remember your Run Control ID, click _S&arch_
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If you need to add a new Run Control ID, click on the Add a New Value
hyperlink.
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Enter your Run Control ID.

Click __Add_|
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Group Unit: 11000. Enter the appropriate business unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

0 You can add lines to the scroll if you want to post multiple business
units at a time by using the + icon.

o Each business unit can have different settings.
Process Frequency: Always
0 Select Once if you want Receivable Update to run only once for the

business unit, then the frequency is reset to Don't.

o Select Always if you want Receivable Update to run for the business
unit every time this run control is requested.

o Select Don't if you want Receivable Update not to process the
business unit when the run control is requested.

Accounting Date From/To: The accounting dates specified here are the dates

within which the system selects groups for processing. Click Byl to view a
calendar.
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The From date defaults to 01/01/1900, and the To date defaults to
the current date.

Change the From date to a more specific current date instead of
leaving it as 01/01/1900.

When the system scans the database, it looks at the group
accounting date for each group that is set to post to see if it falls in
the date range. If it is within the range specified on this page, it will
process it to post.

High Balance Basis Date: Run Date.

o

High Balance Basis Date is the date that the Receivable Update
process uses when calculating the customer history amount.

By default, the Receivable Update process uses the Run Date.

If you want history to be calculated as of the calculation date, select
Calc Date (calculation date).

Customer History Options: You specify which history elements the run of the
Receivable Update process updates for the business unit.

(o]

The User Defined check box updates the history elements you
established on the User Defined History page in Define Receivable
Processing.

The Payment Performance check box updates the following history
elements: average days late, weighted average days late, weighted
average terms, and weighted average days paid.

The DSO check box updates both DSO-30 and DSO-90.

If the Sub Customer option is enabled system-wide, the Sub
Customer check box appears after you select one of the history
elements and applies to all of them that you select. It updates history
at Sub Customer levels for all customers in the business unit who
have Sub Customer history enabled.

Note: When you post within Receivables, the system processes groups of pending items
in order to update a customer's balance and system-defined history elements. During
processing, the system creates balanced, valid accounting entries as needed. The
Journal Generator then summarizes the accounting entry information into General Ledger
journal format. Then the General Ledger Posting process updates your ledger balances.

Click Run |
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Make sure the PS/AR Receivable Update check box is checked.

Select the appropriate Server Name: PSNT

Server Name: FENT j

Recurrence:

PS052a0
PSIN

Time Zone:

Click Ok |
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Once the process has terminated, you will be brought back to the Receivable
Update Request page with a new process instance tied to the process.

To view the status of the process, click on the Process Monitor hyperlink.
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Click the Go Back to Receivable Update hyperlink to return to the Receivable
Update process page.
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[tem Mal ntenance

A maintenance worksheet is a workspace for offsetting items, write-offs, or adjustments
to clean up posted items. You can also use maintenance worksheets to refund an item

with a credit balance or to create a new refund item for a credit remaining from
maintenance tasks.

Refunds

Accounts Receivable > Maintenance > Maintenance Worksheet > Create Worksheet

Worksheet Business Unit: Accounts Receivable / Billing Business Unit. Click
on the magnifying glass icon Q/ to see and choose from a list of valid values.

Worksheet ID: NEXT
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Click ~ Add |,
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Put in the Customer ID. Click on the magnifying glass icon Al to see and
choose from a list of valid values.

Business Unit: Put in the appropriate Business Unit. Click on the magnifying
glass icon Q to see and choose from a list of valid values.

Click ___Buid |

Note: You can also navigate to Worksheet Application. Accounts Receivable >
Maintenance > Maintenance Worksheet > Worksheet Application
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Select the appropriate Action from the Worksheet Action menu: Refund

*Action: |Refund "I I Add ltern

Credit
ftem Sum [l
RefNet Cr

Balance

-1,000.00

Click on the appropriate Item ID that you want to refund. The dollar amount
has to be a negative — credit amount.
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0 Use to select items for refunding. You can select only credit items as
refunds. If you are offsetting a debit against a larger credit and you
want to refund the difference, first select the debit and the larger
credit and then select the Ref Net Cr (refund net credit) action.

Note: If you select an item that is in use, you will get an error message. The system
checks groups to see if an unposted item exists for the item that you selected or if the
item has been selected in another group.
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click ___Edit_|

Note: Make sure that the user id has the appropriate refund limit setup on their Operator
Preferences — Receivables Data Entry 2. Otherwise you will get an error message as
described below.
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Note: Once the refund limit is changed, you will need to clear the worksheet, rebuild it
and select ‘Refund’ and the item.

Click | B 52ve
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Note: The total dollar amount for the refund is noted in the Balance section at the bottom
of the worksheet.

Click the Worksheet Action hyperlink.

Click Fost Mo

Note: You cannot post an out-of-balance worksheet. Every dollar must be accounted for.
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Note: You must run ARUPDATE to post the worksheet before running the ‘Request
Refund’ process.
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Process Refunds

Note: In order to process refunds, you must first create a maintenance worksheet on the
Worksheet Selection page. Select an Action of Refund on the Worksheet Application
page and select the credit items that you want to refund. Click the Post Now or Post Later
button on the Worksheet Action page and run Receivable Update.

Accounts Receivable > Maintenance > Process Refunds > Request Refund Item

Enter your Run Control ID.

If you do not remember your Run Control ID, click _S&arch
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To add a new value click on the Add a New Value hyperlink.

Enter a new Run Control Id.
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Click __Add_|
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Note: This check box is available only if PeopleSoft Payables is installed on your system.

Select this check box to load the processed refunds into the accounts payable voucher
tables.

click __Run_|
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Make sure the AR_REFUND check box is checked.

Select the appropriate Server Name: PSNT

Server Hame: PSMNT j

Recurrence:

PORT
P3053490
PSR

Time Zone:
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Once the process has terminated, you will be brought back to the Request
Refunds page with a new process instance tied to the process.

Click on the Process Monitor to view the status of the Process.

Note: You must run the Voucher Load and Voucher Edit processes to build vouchers in
the Payables system.
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Click on the Go Back to Refunds hyperlink to return to the Request Refund
page.

Refund Status

Accounts Receivable > Maintenance > Process Refunds > Refund Status

Business Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Vendor: Vendor. Click on the magnifying glass icon QA to see and choose
from a list of valid values.

Invoice: Invoice Number. Click on the magnifying glass icon QA to see and
choose from a list of valid values.
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Write Off

Accounts Receivable > Maintenance > Maintenance Worksheet > Create Worksheet

Worksheet Business Unit: Accounts Receivable / Billing Business Unit. Click
on the magnifying glass icon @l to see and choose from a list of valid values.

Worksheet ID: NEXT

Click ~ Add |
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Customer ID. Click on the magnifying glass icon QA to see and choose from a
list of valid values.

Business Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Click ___Buid |
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Note: You can also navigate to Worksheet Application. Accounts Receivable >
Maintenance > Maintenance Worksheet > Worksheet Application

First select WO (write-off) in the Action field.

Then select the item for write-off by checking the checkbox next to it.

Note: When you select an action, every item that you select has that action applied until
you select a new action.
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click ___Edit_|

Note: Make sure that the user id has the appropriate refund limit setup on their Operator
Preferences — Receivables Data Entry 2. Otherwise you will get an error message as
described below.

Microsoft Internet Explorer }El

& Amount exceeds write-off limit (G050, 16)

The amount of this ikem exceeds the limit which can be writken off For this operatar,

T LECEERRID] KT T AT Tl BAT OO T T TIrT
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You may optionally select a reason code.

Click on the magnifying glass icon @ to see and choose from a list of valid
reason codes.
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Select the appropriate Reason Code.
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Click B save)

Click on the Worksheet Action hyperlink.

Select Fost Blow
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Note: You must have a zero balance on the worksheet before it can be posted. You must
run Receivable Update to post the write off and update the customer balance.
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UnPosting

Payment UnPosting

Accounts Receivable > Update Receivables > UnPost Results > Payment Group

Note: You can only unpost groups if the Receivable Update process has successfully
processed them. Unposting creates a new group that is the exact opposite of the original
group. Unposting a group, in this context, means reversing an action that posted items in
PeopleSoft Receivables.

Deposit Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon QJ to see and choose from a list of valid values.

Enter the appropriate Deposit ID. Click on the magnifying glass icon Al to
see and choose from a list of valid values.

Enter the appropriate Payment ID. Click on the magnifying glass icon Al to
see and choose from a list of valid values.

Click _=earch
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Select the appropriate Payment to Unpost.
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Click on the UnPost Action hyperlink or tab.
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Click Unpost Now | for ARUPDATE to pick up and post the

transactions.

Click B save)
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Note: Make sure that the period is open so that ARUPDATE can pick up and post the
transaction.

Click Review UnpastMow  to displays an inquiry page where you can review
the details of the UnPost group.

Click Delete LInpost 1o delete the UnPost group you created. You  will  be
prompted to verify deleting the unpost group.
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Worksheet UnPosting

Accounts Receivable > Update Receivables > UnPost Results > Worksheet Group
Note: You can only unpost groups if the Receivable Update process has successfully

processed them. Unposting creates a new group that is the exact opposite of the original

group. Unposting a group, in this context, means reversing an action that posted items in
PeopleSoft Receivables.

Group Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Enter the appropriate Group ID. Click on the magnifying glass icon Qlto see
and choose from a list of valid values.

Enter the appropriate Entered / Posted Date. Click il to view a calendar.
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Enter the appropriate assigned operator ID. Click on the magnifying glass
icon A to see and choose from a list of valid values.

Click _=earch
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Select the appropriate Worksheet Group.
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Click on the UnPost Action hyperlink or tab.
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Click S Ly | for ARUPDATE to pick up and post the
transactions.

Click B 5ave)
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Note: Make sure that the period is open so that ARUPDATE can pick up and post the
transaction.

Click Review Unposthow 1o displays an inquiry page where you can review
the details of the UnPost group.

Click Delete LInpost to delete the UnPost group you created. You  will  be
prompted to verify deleting the unpost group.
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Online/ External Group UnPosting

Accounts Receivable > Update Receivables > UnPost Results > Online Group / External
Group

Note: You can only unpost groups if the Receivable Update process has successfully
processed them. Unposting creates a new group that is the exact opposite of the original

group. Unposting a group, in this context, means reversing an action that posted items in
PeopleSoft Receivables.

Group Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Enter the appropriate Group ID. Click on the magnifying glass icon Qlto see
and choose from a list of valid values.
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Enter the appropriate Origin ID. Click on the magnifying glass icon Qlto see
and choose from a list of valid values.

Enter the appropriate Entered / Posted Date. Click Bl to view a calendar.

Enter the appropriate assigned operator ID. Click on the magnifying glass
icon Al to see and choose from a list of valid values.

Click _=earch
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Select the appropriate Pending Item (Online / External) Group.
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Click on the UnPost Action hyperlink or tab.
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transactions.

Click B 5ave)
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Note: Make sure that the period is open so that ARUPDATE can pick up and post the
transaction.

Click Review Unposthow 1o displays an inquiry page where you can review
the details of the UnPost group.

Click Delete LInpost {0 delete the UnPost group you created. You  will  be
prompted to verify deleting the unpost group.
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Customer Aging
Aqging Process

Accounts Receivables > Update Receivables > Request Aging Process

Put in your existing Run Control ID.

If you do not remember your Run Control ID, click =&arch
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If you have not already setup a Run Control ID, click on the Add a New Value
hyperlink.
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Click Add
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Unit: 11000 Click on the magnifying glass icon Q to see and choose from a
list of valid values.

Note: You can add lines to the scroll if you want to age multiple business units. Each
business unit can have different frequencies and options.

Process Frequency: Always.

Always: Aging runs for the business unit every time this run control is
requested.
Once: Aging runs for the business unit only one time. After aging
runs, the frequency is reset to Don't.
Don't: Aging doesn't process the business unit when this run

control is requested.

Click /@ save,

Click Run
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Select the PS / AR Aging checkbox.

Specify the appropriate Server Name: PSNT

Server Name: FENT j

Recurrence:

PENT
PSO5350
FSLIMNS

Time Zone:

Click Qi

Once the process has terminated, you will be brought back to the Request
Aging page with a new process instance tied to the process.
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Click on the Process Monitor hyperlink to view the status of the process.
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Click Go Back to Aging hyperlink to return to the Aging Request Process
Page.
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Online Customer Aging

Accounts Receivable > Collections > Customer Information > Aging
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SetID: Accounts Receivable /Billing Business Unit. Click on the magnifying
glassicon Qo see and choose from a list of valid values.

Unit: Accounts Receivable /Billing Business Unit. Click on the magnifying
glassicon Q to see and choose from a list of valid values.

Enter the Customer ID you want to see aging information on. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Click on search icon %.
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The Aging Information group box displays the Aged Date and the Aging
Status.
0 Aged Date, which is the system date from the beginning of the Aging
run. So if the Aging process (AR_AGING) starts at 11:58 PM on
9/12/04 and ends at 12:01 AM on 9/13/04, 9/12 is the aged date.

0 The Aging State field displays New Balance if the customer's
balance has changed since it was last aged. This is an indication that
you may want to rerun Aging.

Click Update Aging to age this customer's items during the next run of
the Aging process.

Customer Balances:

o Click the Balance link to access the Customer Item Inquiry page.
Note that a new window will open up and display the Customer ltem
Inquiry page.
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Click on search icon %.

151



CONUEC

thIMLIS N
State of North Dakota

a.-'m gk Dreeryiew - Miogsalt Inbermet Baplores

| Pl Edt Mew Favorles Took  Hep
(g - o - G ] Y iSewch SlFeoites el (8| Th- o O 4

Belcirmms U] hittpes vessn, Connecina usoepin OEL_LIENPLOVEEIERPICKCOUETT RECEIVAELES,[TEM_OPEN_GUERY, GEUFagemlTEM_CPEN_ORT BT ineLRE GIHESS UNMT=LL000 =] P | ok ™

PeopleSoft.
=
P il | Halp =]
| Eslaness | Profle ¢ mees
Bl Limii= Crsfammiar "Ll Ty ga'
[11000 7 Ky [11000° Gy [WECTGa0ID <) =Y
e Siatus: Waf Typs: Ref Value ‘Sort All: 3 B
:|l:|pm Hem ‘-'_“ 5}_%' |I1m'| :j T Sawe ymsmic Colemns *
‘i T '{I'uarli Du'l.l.-'lhluu: [/ Type: Operamt  SmoundVehee  Cumencye
i‘“nu';_!m"j B e = E [ & Paubalane Wiw
'EH.E—HIIIII P Lermes DEpe  Collect D AL Calmling. Enry Smnunt Curmeher
1B ZREQIT RRED MNSE0M 110504 -1 0000 LEn
2B T R S CURM: BED D11 42004 014 42004 5000 LD
B ITEM BRED [ 004 041 2304 1,302 0O LED
1k MBONDODD0ISE HETI0 1FIZ002 1000 20,000 00 LD
sl MBE0NO0ODDIOR HET30 030 GE004 0120004 30,000 00 LS00 72
1N mBOOnannnET LLL =] MM200 dim2x0g 5,000 00 0sn
TR MBODOODODETT MED 137012003 1 201/3003 0,000 00 LS0
sl T MBQODOODDIZ L =] TAN2002 100100 20,000 00 L0
s r MBOOOODDDZ14 BRED 1312002 1 201/303 0,000 00 L0
10l T3 Me0000noDzG LLL =] MM2Z004 010204 19,/00 00 LSD
8. "W [CEL g ] HETI0 313004 010103004 70,000 00 S0
(el N i MBO000ONDZ LUt S MMER00d 01MEAI0e 20,000 00 L0 &
[ v et submiacticn_win(doxument, min 1, TTEV_DIF_ ik e sbf; T __'
et T e B | ﬂmm&mnﬂeml..| E#mu-lmsd'thh:rd...lE };mm“-m [ R iR nan

Click the Past Due link to access the Customer Item Inquiry page. Note that
a new window will open up and display the Customer Item Inquiry page.
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Click on search icon %.
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The Hi Balance (high balance) will show the highest balance since

update aging was run.

The Hi Past Due shows the highest past due amount since update

aging was run.

Customer Aging
The Customer Aging scroll contains one line for each Aging

o

Category defined.

Click the link to access each Aging Category. This will access the
Customer Item Inquiry page. Note that a new window will open up
and display the Customer Item Inquiry page. The page displays the
items in the selected aging category.
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Click % to build the page.
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Aqging Detail By Unit
Accounts Receivable > Collections > Aging Reports > Aging Detail By Unit

Put in your existing Run Control ID.

If you do not remember your Run Control ID, click search
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If you have not already setup a Run Control ID, click on the Add a New Value
hyperlink.

Enter a new Run Control ID.
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As of Date: The last date for which the report holds data. Click
] to view a calendar.

Unit: 11000. Accounts Receivable / Billing Business Unit.
Click on the magnifying glass icon QJ to see and choose from
a list of valid values.

SetID: STATE

Aging ID: The identification code representing the aging
method you've selected for the customer. Click on the

magnifying glass icon QJ to see and choose from a list of valid
values.

Amount Type: The currency type displayed on the report. You
can choose between the Base currency for the business unit
and the Entry currency.

Rate Type: CRRNT. The method of determining currency
conversion. Click on the magnifying glass icon Q to see and
choose from a list of valid values.

Customer ID: The customer identifier. Leave blank to include
all customers in the specified Business Unit. Click on the

magnifying glass icon Q to see and choose from a list of valid
values.
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Click (B save,

Click Run
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Make sure the Aging Detail by Business Unit checkbox is checked.

Enter the appropriate Server Name: PSNT

Server Name: PSMT =]

Recurrence:

Time fone: PS05340

PEUMN
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Once the process has terminated, you will be brought back to the Aging
Detail by Unit page with a new process instance tied to the process.

You can verify the status of the process in the Process Monitor by either
clicking the Process Monitor hyperlink or through PeopleTools.
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Click on the Go Back to Aging Detail By Unit hyperlink to access the Aging
Report Process Page.
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Click on the Report Manager to access and print the aging report.

Click the Administrative tab in the Report Manager.
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Click the View hyperlink to view and print the aging report. Pick the
appropriate process instance.
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Click AR30003_Process Instance.PDFE hyperlink to view, print and / or save
the report.
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Either Save and / or Print the Report.

Aging Summary By Unit
Accounts Receivable > Collections > Aging Reports > Aging Summary By Unit
Put in your existing Run Control ID.

If you do not remember your Run Control ID, click =&atch
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If you have not already setup a Run Control ID, click on the Add a New Value
hyperlink.

Enter a new Run Control ID.
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As of Date: The last date for which the report holds data. Click B3l to view a
calendar.

Unit: 11000. Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

SetlD: STATE

Aging ID: The identification code representing the aging method you've
selected for the customer. Click on the magnifying glass icon Al to see and
choose from a list of valid values.

Amount Type: The currency type displayed on the report. You can choose
between the Base currency for the business unit and the Entry currency.

Rate Type: CRRNT. The method of determining currency conversion.
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Click (B save,

Click Run
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Make sure the Aging Summary by Business Unit checkbox is checked.

Enter the appropriate Server Name: PSNT

Server Name: PSMT =]

Recurrence:

Time fone: PS05340

PEUMN
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You can verify the status of the process in the Process Monitor by either
clicking the Process Monitor hyperlink or through PeopleTools.
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Click on the Go Back to Aging Summary By Unit hyperlink to access the
Aging Report Process Page.
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Click on the Report Manager to access and print the aging report.

Click the Administrative tab in the Report Manager.
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Click the View hyperlink to view and print the aging report. Pick the
appropriate process instance.
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Click AR30004_Process Instance.PDFE hyperlink to access the report.
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Either Save and / or Print the Report.
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Customer Statements

Accounts Receivable > Collections > Customer Statements > Create Customer
Statements

Note: Make sure that ARUPDATE and AGING is run before this Statement request so
that the most current item and payment information is reflected for the Customer.

Put in your existing Run Control ID.

If you do not remember your Run Control ID, click =&arch
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If you have not already setup a Run Control ID, click on the Add a New Value
hyperlink.
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As of Date: Determines the last date the statement includes data. Click @ to

view a calendar.

0 The current date is the default.

o If using an earlier date, the process reconstructs customer balances
so that statements show open items as of the date provided.

o For balance forward statements, the as of date also determines the
ending date for the current statement period. The current balance
forward statement period begins with the statement date from the
previous balance forward statement.

Unit: Accounts Receivable / Billing Business Unit. Click on the magnifying
glassicon Q| to see and choose from a list of valid values.

SetID: Accounts Receivable / Billing Business Unit. Click on the magnifying
glass icon QA to see and choose from a list of valid values.

Customer: Enter the appropriate ‘Customer ID’ or leave blank for all
customers within the Business Unit. If using only a Customer ID, the process
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creates statements for the specified customer. Click on the magnifying glass
icon Al to see and choose from a list of valid values.

Note: Enter the % wildcard in the SetID, Unit, and Customer fields if you want to include
IDs that begin or end with the same characters or numbers. For example, entering US0%
will include all business units that begin with USO, such as US00 and US001.

Open Item: Selected.
0 The default is to run both statement types in a statement run. If not
running both statement types, clear either the Open Item check box
or the Balance Forward check box. This is useful when you select a
business unit that has some customers who receive open item
statements and others who receive balance forward statements, and
you don't want to process all of them all at the same time.

Balance Forward: The default is to run both statement types in a statement
run. If not running both statement types, clear either the Open Item check
box or the Balance Forward check box. This is useful when you select a
business unit that has some customers who receive open item statements
and others who receive balance forward statements, and you don't want to
process all of them all at the same time.

Balance Forward Rerun: To rerun a balance forward statement. The system
determines which previous balance forward statement to use for the opening
balance based on your as of date. It uses the most recent balance forward
statement prior to the as of date. When you rerun a statement, use the same
as of date that you used when you ran the original statement. The process
deactivates the original statement and creates a new one.
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Select the PS / AR Statements checkbox. (PSJOB)

Specify the appropriate Server Name: PSNT

Server Name: FSMNT j

Recurrence:

PORT
PS053490
PSLIRE

Time Zone:
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Click on the Process Monitor hyperlink to view the status of the process.
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Click on the Go Back to Statements hyperlink to return to the Statements

Process page.
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Click on the Report Manager to view and print out the open item statements.

Click on the Administration tab in the Report Manager.
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Click on the View hyperlink next to the process instance for the Customer
Statement.

189



CONVEC

MAXIMUS N
g State of North Dakota

al‘rl'lll r Cpstomer Statemests - Mioosadt Inberset Erplores

| Pl Edt Mew Favorles Took  Hep

Az L] hittpes v, Connescind usioapn OfvEAL (EMPLOTEE/ERF/ICOLLECT_RECEIVABLES, ALK_SA1001, GAL =] Po |

PeopleSoft.
=0
M winckoi | Halo
Repare Detail
Repat I 1738 Process alance: 46719
Harmes ARG Frocess Typx Crpeial
P Salus;  Suicpss
Cuslomer Slakement Print
Hame o Seop dbdms}  [iedine Sresod
ARZI000- 4579 8 HTM 127 65 O3 Q00 112001 0. B43000AN CET
Msrssang Log 0 O W00 1 13001 0.E43000AN CET
EeppkSrk Tioee Fie 4,66 O3 V200 1 122001 0L B0 M CET
Retum |
|| Frocess Insbancn 40717 T
ot | ) 8B | ﬂmm&mnﬂeml..| B eunrg Cusroner See.. . !E Emm stat.. P EL @R e

Click on AR32000_Process Instance.PDFE hyperlink to view/ save or print the
customer statements.
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Note: You can run the Statement Print process separately from the Create Statements
through the following navigation: Accounts Receivable > Collections > Customer
Statements > Print Statements. This page runs the Statements Print Crystal process
(ARSTRPT), which merges data from statement records with predefined layouts and
prints the final statement. However, by picking the PSJOB in this example, you have run
both processes at the same time.
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Viewing Customer Statements Online

Review Last Statement

View the last statement for a customer.

Accounts Receivable > Collections > Customer Statements > Review Last Statement
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Setid: Accounts Receivable / Billing Business Unit. Click the magnifying glass
icon to select valid values.

Click =earch

Select the Customer whose statement information you want to see online.
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Note: You will only see the statements created for customers during the last run of the
statement process. If you want to view a statement for a customer that was created
during an earlier run of statements, use the navigation defined below.

Review Statements

View all statements for a customer.

Accounts Receivable, Collections, Customer Statements, Review Statements

Setid: Accounts Receivable / Billing Business Unit. Click the magnifying glass
icon to select valid values.

Click Zearch
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Correspondence Customer: Select a Customer ID. Click on the magnifying glass
icon @l to see and choose from a list of valid values.

Click =earch
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Note: Each time the statement process is run, it will have a new statement number. Using
this navigation, you will see all statements created for a customer.

Select the Statement number to view customer statement information online.
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Customer Item Inquiry

Account Overview

Accounts Receivable > Collections > Customer Information > Account Overview

wrview - Forosadt Inbersel Beplores
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Click % to build the page.
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Click on Customer Name hyperlink to access all the setup information for the
customer, including addresses and customer groups.
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Click Item ID hyperlink to view additional information on the item (Most
Recent Activity)
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Click on the Item Activity tab to view all activity related to this item including
partial payments, write off and refunds.
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Click QK.

Click the Payment link to access payment history related to this customer.
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Click QK.

Click the Balance hyperlink to show outstanding items.
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Click the Balances tab when done.
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Click the Past Due hyperlink to access the open items that make up the
customer's past due balance. This link takes you to item detail.
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Click the Balances tab when done.

Summary Aging:
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Click on one of the Aging Categories to view aging detail.
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Click on the Profile tab.
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Click on Customer Name hyperlink to access all the setup information for the
customer, including addresses and customer groups.
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Click the Qutstanding Items link to access the Outstanding Items page where
you can view details on outstanding items.
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Click QK.

Click the Unapplied Payments hyperlink to view payments for the customer
that have not yet been applied.
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Click DK,

Click on the Items tab.

Note: The Customer Item Inquiry - Items page gives you the flexibility to query item data
using many or few criteria, in a variety of combinations.
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Customer Payments

Accounts Receivable > Collections > Customer Information > Payments
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Setld: Accounts Receivable / Billing Business Unit. Click on the magnifying
glass icon QA to see and choose from a list of valid values.

Business Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Enter Customer ID. Click on the magnifying glass icon Q] to see and choose
from a list of valid values.

Enter a From/To Date to determine the time period for which you want to
review payments. Click Eil to view a calendar.

Click on refresh icon ‘%.
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Click the Balance hyperlink to access the Customer Item Inquiry page. A new
window will pop up.
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Click the Past Due hyperlink to access the Customer Item Inquiry - Items
page for more detailed information.
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Click on the |-=_||§|Show Payment Information icon next to the Deposit ID to
bring up a new window with the Item Activity Form a Payment page.
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Business Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Customer ID: Enter the appropriate customer id. Click on the magnifying
glass icon QA to see and choose from a list of valid values.

Click __ Search
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Select the appropriate Item ID.
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All Item Information

Accounts Receivable > Collections > Item Information > All Item Information
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Business Unit: Accounts Receivable / Billing Business Unit. Click on the
magnifying glass icon Q| to see and choose from a list of valid values.

Customer ID: Enter the appropriate customer id. Click on the magnifying
glass icon Q to see and choose from a list of valid values.

Click __ Search

Select the appropriate Item ID.
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Click on the Item Activity tab.
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Click on the Item Accounting Entries.
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